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INTRODUCTION 



This Manual contains instructions lor operating the NO. IS 
TELETYPEWRITER and is for the use of trained teletypewriter 
attendants who may need to refer to the instructions. This Manual 
also will help anyone to learn to operate the teletypewriter or to 
use it in an emergency. 

The instructions for each operation arc complete and so arranged 
that you can easily locate any desired information bv referring to 
the "Table of Contents. - ' 

A Telephone Company reprcscntatix c will be glad to aid in train- 
ing attendants and to make periodic visits to assist attendants in 
improving their work. 

Whenever you need cither information or assistance in connec- 
tion with your teletypewriter service, call your Telephone Company 
representative. 
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Your teletypewriter provides a means for sending and receiving 
messages in typewritten form to and from offices connected by a 
Telephone Company line. Your service may be either Private Line 
Teletypewriter Service which is permanently connected during 
the working day, or Teletypewriter Exchange Service which is 
connected when required, or you may have both types of service. 
The following description of these services will be helpful to you 
in operating the teletypewriter. 

PRIVATE LINE TELETYPEWRITER SERVICE connects 
either two or more teletypewriters for the customer's use during 
the specified hours of the contract and may be used to send and 
receive either alternately or at the same time, depending upon 
whether the service is single or duplex, as follows: 

With Single Service, one channel is provided for both sending 
and receiving communications. One station may send at a time 
and a station either may send or receive on the connected tele- 
typewriter, but may not do both at the same time. 



:eiving communications. Two stations 
may send at the same time, one on each channel. A station may 
send on the teletypewriter connected to the sending channel 

the receiving channel. 

TELETYPEWRITER EXCHANGE (TWX) SERVICE is 

furnished on substantially the same basis as telephone service 
except that communication is typewritten instead of oral. TWX 
stations are connected to teletypewriter central offices and calls 
may be made to other TWX stations either in the same or 
another city. During the connection of TWX stations, a station 
either may send or receive, but may not do both at the same time. 
This permits two-way communication on the same connection. 

On Teletypewriter Exchange (TWX) Service, equipment is 
provided for signalling the teletypewriter central office operator. 
The detailed operating methods for making and answering calls 
at your station are described in instructions provided by your 
Telephone Company representative. 



Messages typed on a No. 15 Sending a 
writer Fig. 1 by the operation of the keys 
neously on all teletypewriters connected ti 



id Receiving Teletype- 




There are minor differences between indi 
writers, and this Manual describes the one 
there are various operating speeds of se 
words a minute, 75 words a minute, etc., oi 
acters and a space to a word. If there are £ 
your teletypewriter and the one described i: 
wish to ascertain the speed of your servic 



idual No. 15 Teletype- 
lost widely used. Also 
vice, for example, 60 

the basis of five char- 
ly differences between 

this Manual or if you 
call your Telephor 



s provided in the back of this Man- 
o make regarding these differences. 
The instructions in this Manual for operating the No. 15 Tele- 
typewriter are illustrated by Figures throughout the text and by 
the Reference Picture on Page 23. The parts of the teletypewriter 
which you use are identified by name in the Figures and by name 
and number in the Picture. These numbers are shown in parentheses 
following the part names in the text so that von may refer readih 
from the text to the Picture. 



HOW TO OPERATE THE NO. 15 SENDING 
AND RECEIVING TELETYPEWRITER 



THE POWER SWITCH 




The power in the teletvpewrher should be turned ON at the 
opening of business each day and turned OFF at the close of busi- 
ness. It should be left turned ON while the teletypewriter is con- 
nected to the line during the service hours. 



THE LINE TEST KEY 

ypewriters are equipped with a LINE-TEST KEY 
1 is primarily for the use of the Telephone Company 
representative. The LINE-TEST KEY should be 
in to the LINE (IN) position. With the KEY in this 
teletypewriter is connected to the line. If it becomes 
disconnect the teletypewriter, either to practice or in 
of trouble, pull out the KEY to the TEST (OUT) position, 
-estore it to the LINE (IN) position as soon as feasible. Some 
ypewriters are equipped with a lever type LINE-TEST KEY 
h is in LINE position when the lever is horizontal (UP), and 
TEST position when the lever is DOWN. As the other sta- 

iconnected. the\ should be notified before the te'etypewriter is 




THE SEND-REC LEVER 

The SEND-REC LEVER Fig. 4 must be raised to the SEND 
position for you to be able to send. With the LEVER in the SEND 
position the telen pewriter may be used for either sending or 
receiving. With the LEVER in the REC position the keyboard 
,- locked and you are unable to send. The LEVER may be in 
either the SEND or REC position to RECEIVE. 

THE BREAK LEVER 

The BREAK LEVER Fig. 4 is for use when it becomes neces- 
sary to interrupt incoming messages. When you wish to stop a 
sending station press down the BREAK LEVER. This operation 
places the SEND-REC LEVER in the REC position on all of the 
teletypewriters connected to the line, thus stopping the sending 
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THE KEYBOARD 



The teletypewriter KEYBOARD Fig. 5 is similar to a typewriter 
keyboard but has one less row of keys across the top and down the 
right-hand side. In the lower case it types the letters of the alphabet, 
in capitals only. In the upper case it types numerals, the principal 
punctuation marks, and commonly used special characters. The 
shift operation on the teletypewriter corresponds to the shift lock 
operation on the typewriter, and the teletypewriter remains in the 
upper case until you release it. A sample of the teletypewriter 
characters is shown on Page 21. 

Under the touch system use the CAR RET KEY Fig. 5 as a 
guide for the right hand and the A KEY for the left hand. The 
fourth finger of each hand is used on the guide key. 



Use a light, quick, even touch on the keys. Force 
because the teletypewriter is operated electrically. Pressing a 
second key before" the first is released may result in one of the 
characters not being typed. 




(In the following inst 
TO SHIFT tl 



TO SPACE between either words or characters press the SPACE 
BAR. The teletypewriter will space as long as you hold down 
the SPACE BAR. On the teletypewriters used on some services 
the operation of the SPACE BAR causes the teletypewriter to 
unshift from the upper to the lower case as well as to space. 
On such teletypewriters, press the FIGS KEY when an upper 
case character follows the space operation. 

TO RETURN THE CARRIAGE to the left margin press the 
CAR RET KEY. Usually the teletypewriter is adjusted for a 
maximum of 72 characters to a line. This includes the spaces 
between the typed words. A margin bell rings about 6 characters 
before the end of the line. 

s the LINE 

TO BEGIN A NEW LINE, press the CAR RET LINE FEED 
LTRS KEYS in this order. This returns the carriage to the begin- 
ning of the next line readv for typing letters in lower case. If the 
next line is to start in the upper case use the FIGS KEY instead 
of LTRS. The LTRS or FIGS KEY operation provides time for 
the carriage to return to the left margin on all connected teletype- 
writers before the next character is typed. 

s the FIGS 



TO TYPE THE NUMERAL 1 press the FIGS KEY and then 
the 1 KEY. This operation is different from that of a standard 
typewriter where the lower case L is used as numeral 1. On the 
teletypewriter lower case L types as a capital letter. 

MISCELLANEOUS FEATURES 



TO TURN THE PAPER either UP or DOWN without affect- 
ing the paper in the other teletypewriters on the line use the 
PLATEN CRANK (37) of your teletypewriter. Do not operate 
or attempt to hold the PLATEN CRANK while the teletypewriter 



back for SINGLE LINE SPACING. 
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SENDING MESSAGES 

TO SEND MESSAGES, raise the SEND-REC LEVER (18) 
to the SEND position ami make certain that the LINE-TEST KEY 
(14) is in the LINE position (button type IN, lever tvpe UP). 
Start with CAR RET LINE FEED LTRS to set the distant tele- 
typewriter in the same position as yours. Then tvpe vour message 
which will appear on your teletypewriter as well as' on the oih'er 
teletypewriters connected to the line. Von mav tvpe up to the speed 
of the service, for example. <>() words a minute for a 60 speed service. 
A sample message is shown on Page 21, and a sample of tabulated 
material, with a suggested method for setting it up, is shown on 

TO CORRECT AN ERROR which is discovered as soon as it is 
made, type XXX and a space after the error, and retype correctly. 
After you have removed the message from the teletypewriter, draw 
a line through the error in your copy. If you discover the error 
after typing additional word's, tvpe a correction note below the 
signature on the message. Make the correction in the copy after 
the message has been removed from the teletypewriter. Erasures 
should not be made while a message is in the teletypewriter. 

There is another method of correcting errors which is not recom- 
mended for ordinary use because it takes more attendant and line 
time; however it makes neater copy. It can be used only when 
sending to a page teletypewriter and when the error is discovered 
as it is made. It consist- of operating the CAR RET and LTRS 
KEYS, spacing to the error and typing X's over it. 

WHEN ANOTHER STATION INTERRUPTS (BREAKS) 
YOUR SENDING, the SEND-REC LEVER on vour teletype- 
writer drops to the REC position. Wait for an explanation. Raise 
the SEND-REC LEVER to the SEND position and be ready 



RECEIVING MESSAGES 

TO RECEIVE MESSAGES, make crt^r, 
KEY (14) is in the LINE positi 
UP). Do not touch the keyboard v, 
errors in the copy. 

Incoming messages are typed on the paper in the teletypewriter. 
Check the incoming copy. Following the receipt of a message, 
question apparent uncorrected errors. Remove each message from 
the teletypewriter by tearing it against the edge of the glass in the 
cover, and make any indica i_J 



TO INTERRUPT (BREAK) A SENDING STATION, press 
the BREAK LEVER (19) for about three seconds. Then raise the 
SEND-REC LEVER to the SEND position and tvpe vour reason 



OPENING AND CLOSING SERVICE FOR THE DAY 

The control office generally is responsible for making certain th 
all stations are on the line at the start of service and for dismissi: 
: the close. Usually this i 



Morning" a 

Before opening s 



e for the day you should : 



Operate the POWER SWITCH (31) to the ON positi 
unless a special feature is provided to turn on the power aui 
matically. Make certain that the teletypewriter is running. 

To close service for the day you should : 



ABBREVIATIONS 


Use of abbreviations in operating conversation between attend- 
nts saves both their time and line time. Following is a list of 
Dine abbreviations in general use : 


AGN — Again 




MIN — One minute please 


ANR — Another 




OK —All right 


CLR — Clear 




PLS —Please 


GA — Go ahead 




R —Are 


GB — Goodbye 




RDY — Ready 


GM — Good morning 
GN — Good night 
HR —Here 




RPT — Repeat 
TNX — Thanks 
TR — There 


LO —Hello 




U —You 



PLACING THE PAPER 

IN THE TELETYPEWRITER 

(Friction Feed) 




Check the supply of paper in the teletypewriter frequently to 
avoid having it run out in the middle of a message. The approach 
of the end of the roll usually is indicated by a colored streak along 
the edge of the paper. Place a new roll of paper in the teletype- 
writer as soon as feasible after this streak appears. If feasible, change 
the paper outside of service hours. However, if it is necessary to 
make the change during service hours, notify all stations on the 
line before doing so. 



: the 



r roll of f 



i the teletypewriter proceed 



Space the carriage to the center of the PLATEN Fig. 6. 
Operate the POWER SWITCH (31) to the OFF position. 
Open the FRONT (39) and REAR (38) COVERS of the 
teletypewriter. 
(In the following instructions the references are to Fig. 6) 

Turn the PLATEN CRANK to roll back the paper from 
under the PLATEN. 

Push back the RETAINING PLATES. 

Remove the roll from the SPINDLE GROOVES. 



Remove the SPINDLE from the used roll. Insert it in the 
new roll with the SPINDLE SPRING on the right side and 
with the paper feeding from underneath the roll towards you. 



Push forward the RETAINING PLATES. 

Feed the paper over the STRAIGHTENING ROD and 
directly under the PLATEN, bringing it up between the 
PLATEN and the PAPER FINGERS by turning the 
PLATEN CRANK. 

Care must be taken not to disturb the ribbon. 

Push back the PAPER RELEASE LEVER, straighten the 
paper as you would in an ordinary typewriter, and pull the 
PAPER RELEASE LEVER forward. 



Close the FRONT COVER. 

If the paper is changed during service hours, operate the 
POWER SWITCH to the ON position and notify all stations. 
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PLACING THE PAPER 

IN THE TELETYPEWRITER 

(Sprocket Feed) 



REAR COVER 



PAPER SLOT 



GUIDE POSTS 



GUIDE STRIP 




FRONT COVER 

PLATEN CRANK 




Check the amount of paper in 

To place the new supply of paper in the teletypewriter proceed 
as follows : 

Space the carriage to the center of the PLATEN Fig. 8. 

Operate the POWER SWITCH (31) to the OFF position. 

Open the FRONT and REAR COVERS Fig. 7. 

Raise the PRESSURE ROLLERS Fig. 8. 

Feed the paper under the GUIDE STRIP Fig. 7, between 
the GUIDE POSTS Fig. 7, into the PAPER SLOT Fig. 7 in the 
rear of the cover, over the REAR PLATE Fig. 8, under* the 
RETARD ROD Fig. 8, over the LOADING PLATE Fig. 8, and 
insert the leading edge of the paper under the PLATEN. 

* In some cases better operation results with the paper fed over 
the RETARD ROD depending upon the method of attaching 
the pages together and the height of the paper container above 
the floor. A short trial with the paper used will determine if 
better results are obtained with the paper feeding over, rather 
than under, the RETARD ROD. 

Care must be taken not to disturb the ribbon. 

Align the paper by placing the perforations in the paper on 
the SPROCKET PINS Fig. 13 and lower the PRESSURE 
ROLLERS. This operation must be continuous, otherwise the 
paper may slide back into the paper box. 

.1 the paper reaches 
Close the REAR and FRONT COVERS. 



CHANGING THE RIBBON 



iMc^3 





Check the condition of the ribbon frequently and replace it when 
it becomes worn. Otherwise it may produce illegible copy or cause 
service interruptions. Change the ribbon outside of service hours, 
if feasible. However, if it is necessary to make the change during 
service hours, notify all stations on the line before doing so. Use 
a one-half inch ribbon with reversing rivets, on a spool especially 
designed for teletypewriter use. 

To change the ribbon proceed as follows : 

Operate the POWER SWITCH (31) to the OFF position. 

Open the FRONT COVER (39) of the teletypewriter. 

(In the following instructions the references are to Fig. 9.) 



Lift both SPOOLS from the SPOOL SHAFTS. 



Remove the old ribbon from one SPOOL. 

Hook the new RIBBON on the hub of the empty SPOOL, 
and wind the RIBBON until the REVERSING RIVET is on 
the SPOOL. 

Replace the SPOOL on the SHAFTS, making sure that 
they engage the spool shaft pins and that the RIBBON feeds 
from the back of each SPOOL. 

Pull the RIBBON forward around both ROLLER GUIDES. 
Insert the RIBBON in the RIBBON CARRIER and under 
the RIBBON CARRIER HOOKS. 

Place the RIBBON in the REVERSE ARMS. Do not at- 
tempt to change the position of the REVERSE ARMS. Take 
up the slack in the RIBBON by turning the free SPOOL. 

Close the FRONT COVER. 



REPORTING SERVICE TROUBLE 

Service troubles may be caused by : 

Failure of either the teletypewriter or associated equipment. 

Failure of the line. 

Failure of the power. 

Improper operation of the teletypewriter by an attendant. 

Report all service troubles to the Telephone Company repair 
service promptly. Instructions for reporting such troubles either 
are posted on your teletypewriter or have been given to you by 
your Telephone Company representative. A full description of the 
trouble should be given to the Telephone Company who will advise 
you what action to take. 

If you have a spare teletypewriter, connect it to the line when 
trouble develops. If the trouble does not appear on the spare, it 
probably is in the service teletypewriter. In this case, use the 
spare on the line and turn off the service teletypewriter until it 



The following are some of the m< 
countered, with a brief description of how they may be recognized, 
their cause and what action you may take either to clear them or 

to facilitate their clearance by the Telephone Company. 

Teletypewriter Will Not Start 



e power outlet. 

Find out if the power supply has failed. This may be indicated 
by the failure of your lighting" system, an adjacent teletypewriter 
or other electrically operated machines in your office. Report 
this trouble as vou' would failure of the power for the lights in 
your office. Also report it to the Telephone Company so that 
arrangements may be made to notify the other offices on the line. 

If neither of the above conditions is the cause of the failure, 
operate the POWER SWITCH (31) to the OFF position and 
notify the Telephone Company. 



> Communicate 



Make certain the SEND-REC LEVER (18) is in the SEND 
position, and again try to communicate with the other offices 
on the line. 



If the teletypewriter has a LINE-TEST KEY (14), make 
certain it is in the LINE position. Then attempt to communicate 
with the other offices on the line; if unsuccessful, notify the 



typewriter has a LINE-TEST KEY (14), 
3T position. If this causes the teletvpewriter 
an indication that the trouble probably is in 
e the KEY to the LINE position and notify 



Errors in the Copy While Either Sending or Receiving 

When errors occur which obviously are not typographical 
mistakes, the following tests may be made to determine whether 
the trouble is in the teletypewriter or in the line. 

If the teletvpewriter has a LINE-TEST KEY (14), operate 
it to the TEST position, and try the teletypewriter again. If 
errors still occur, the trouble probably is in the teletvpewriter. 
If similar errors do not occur, the trouble probably is in the 
line. In either case, restore the LINE-TEST KEY to the LINE 
position and notify the Telephone Company. 
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Paper Feed Troubles 
These are indicated by the paper either feeding to one side, 



On a friction feed teletypewriter make certain the paper has 
been placed in it as previously described. Make certain the 
PAPER RELEASE LEVER (3) is in the forward position. 

On a sprocket feed teletypewriter make certain the paper has 
been placed in it as previously described. Make certain the 
PRESSURE ROLLERS Fig. 8, Page 12, are lowered and the 
perforations in the paper are engaged with the SPROCKET 
PINS Fig. 8, Page 12. 



Make certain the trouble is not 
cumulation of typed copy. Make ce 
from the teletypewriter correctly. 


caused by too great a 
tain the paper has beet 


If the trouble continues notify th 


Telephone Company. 


Ribbon Troubles 





If the ribbon is not feeding, make certain it has been placed 
in the teletypewriter as previously described. The ribbon may 
be worn so badly that it may have become caught on some part 
of the teletypewriter. The ribbon may be of the wrong type. 
The ribbon spool may have become damaged. 

If the ribbon does not reverse, make certain it has been placed 
in the teletypewriter as previously described. 

:he ribbon is not required and the trouble 



TELETYPEWRITER MAINTENANCE 

The Telephone Company maintains the line and the teletype- 
It is your responsibility to: 

teletypewriter 
good conditio 

sufficient supply of i 



THE NO. 15 RECEIVING ONLY TELETYPEWRITER 



The No. 15 Receiving Only Teletypewriter, Fig. 10. is identical 
to the one described in the preceding sections of this Manual except 
that it does mil haw either the KEYBOARD or the SEND-REC 
and BREAK LEVERS. It is used only for receiving messages. 

Instructions regarding turning the power on and oft, changing 
the paper and the ribbon, and other applicable instructions in the 
preceding pages should be followed for the RECEIVING ONLY 




SAMPLE OF TELETYPEWRITER CHARACTERS 
KEYBOARD ARRANGEMENT "C" 

UPPER CASE CHARACTERS 

- § 8 $ 3 £ * 8,42,89014 57S2/6" 

LOWER CASE CHARACTERS 

ABCDEFGHIJKLMNOPQRSTUVWXYZ 



SAMPLE MESSAGE 



CG NY 12 7-1-16 










BRADSHAW 










RE 


ORDER NO. 4510 RECEIVED 


FROM 


SANDERS CORP. OUR STOCK OF STATIONERY 


WITH 


BLUE 


BORDER IS EXHAUSTED. 


WE HAVE 5 


D02EN 


BOXES 


WITH 


GREEN BORDER. IF CUSTOMER WILL 


ACCEPT 


THESE 


WE WILL ALLOW JO PER CENT 


OFF QUOTED 


PRICE 


AND 


SHIP 


IMMEDIATELY. 










SHERMAN 955AM 






4510- 


5-10 









s>age 1: 



O Chic; 



fro 



Nev 



e shown after the signal 



it by New York on July 1, 1946. 

re is the sending time. 

ire are a confirmation of the 



SAMPLE OF TABULATED MATERIAL 

It is suggested that tabulated material be set up with a minimum 
number of spaces between columns and that the first column start 
at the left margin to save line time. In each column enough spaces 
should be allowed to accommodate the number of characters in 
the longest item in the column, and a maximum of five spaces 
should be used between the columns. 



ITEM 


GRADE A 


GRADE B 


GRADE C 


4295 


$3.05 


$2.75 


$2.50 


716 


.95 


.85 


.75 


92851 


5.35 


5.00 


4.65 


3820 


9.50 


7.00 


5.75 


98926 


10.25 


9.80 


8.60 


527 


.95 


.80 


.70 



THE NO. 15 SENDING AND RECEIVING TELETYPEW1 



40. LINE SPACE 1. PLATEN 

LEVER (UNDER PAPER) 

(UNDER FRONT COVER) 



39. FRONT COVER 
38. REAR COVER 



37. PLATEN CRANK 



31. POWER SWITCH 



19. BREAK LEVER 



i. SEND - REC LEVER 




16. FIGS KEY 



Numbers omitted from this picture are used in another 



15 SENDING AND RECEIVING TELETYPEWRITER 
.SPACE 1. PLATEN 

lR (HUnrD DADLTDi 

? FRONT COVER) 




2. MESSAGE 

3. PAPER RELEASE LEVER 



4. COPYHOLDER 



7. CAR RET KEY 

LINE FEED KEY 
12. LTRS KEY 
13. SPACE BAR 



15. BELL KEY 



lbers omitted from this picture are used in another Manual. 



ABBBEVIATIONS USED IN TUBING TO 





EITHER AN OPERATOR OR SUBSCRIBER 


AG 


- Again (or try again) 


REESTAB - Reestablish 


BY 


- Line is "busy 


RECD - Received 


CHG 


- Charge 


REF - Referred 


CKTS 


- Circuits 


REPT - Report 


CLG 


- Calling 


R - Are 


CONF 


- Conference 


RDY - Ready 


CRTS BY 


- Circuits busy 


STA - Station 


CA 


- Cancel 


SEQ - Sequence 


CLR 


- Clear 


SPEC - Special 


CO 


- Company 


SUB - Subscriber 


COM 


- Communication 


U - You 


CON 


- Connection 


ASAP - As soon as 


OLD 


- Called 


possible 


COL 


- Collect 


RE UR TT - Referring to 


COMPT 


- Complaint 


your teletype 


DUP 


- Duplicate 




DA 


- Don't Answer 




DS 


- Subscriber station 
disconnected 




GA 


- Go Ahead (GA PLS ) 




INST 


- Instructions or 
instructor 




LF 


- Left Teletypewriter 




LK 


- Looking (used on 
information calls) 




MIN 


- Minute 




NFY 


- Notify 




NF 


- Not found (or no 

- station listed) 




NO 


- Number 




OK 


- All Right 




OPR 


- Operator 




OFF 


- Official 




OD 


- Out of order 




PTY 


- Party 




PLS 


- Please 




RP 


- Repeater (operator adds to number where Sst 




passing call to distant operator 




she is authorized to do so - to 




avoid poor 


transmission) 



